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/ FUNCTION oF REEISTRY

1. Effective 20 January 1951, per Communications
Order No, 4,3-51, the Office of Communications Reglstry
was established.

2. Ihe function and responsibility of the Reglstry
13 to provide facilities for the centralisged collation,
integration, processing, maintenance,and operational
servicing of all reports and information preoduced or
recelved by the Office of Commnications. &

3. Responsibilities include the receipt and dispatch
of sll cables, pouches and other correspondence of the
ofrice of Communications, the establishment and operation
of regqulred analytlcal processing procedures, the
egtablishment and operation of a suspense control system
to insure the constant movement and response to material
requiring action, and the maintenance of a central index
to insure proper and quick accessibility,

i, The Registry plans and implements procedural
mides for the use of all Divisions and Statfs in
connection with (a) writing and handling of correspondeice,
pouches and other material and (u) in the establishment
of corplete and adequate record coverage and facilities
for special projects and long range information and
historical background.

5, The Office of Commnications Registry is
designated as the TOP SECRET AREA CONIROL QFvICE,
responsible for all Top Secret documents originated by
and/or received by the Oflice of Communications.

6, The order [vrther dirccts that sach oifice shall
institute such internal controls and/or systems as are
essential to carry out the purpose of this directive.

7. ifethods and nrocedures ifor the accorplishment
of the roregoing are set forth in the Following pages.
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Methods and Procedures

T, It is the intent of these instructions to
provide guidance in the handling of material between
the Office of Commnications Registry and the Divisions
and/or Staffs of the Office of Comrmunications and other
components of CLA and other addressess.

IT., The methods and procedures and responsibilities
in connection with the operation of the Reglstry are set
forth herein,

A, THCOMINGs

1. The Registry will screen for material that
ig not to be recorded and forward directly to
addressee. (Books, periodicals and outside advertis-
ing mabtter, unless classified, are in this category,
since they are checked and recorded 'y addressee).

2. Top Secret Conirol material will be handled
by the Kegistry in the sare mamner as all other
classified material, except that 1t will be recorded
separately and processed in accordance with pertinent
Top Secret Directives. There is no exception to
the procedurg. (3ee procedure Tisted under Lop Secret,)

3, Cables (Action, Information, Confirmation,
and Crypto), Dispatches, and correspondence will be
reviewod to determine applicaile action, routing,
and suspense time. Referenced backyromd material
will be indicated (where available without great
delay) »

Be Action liaberial - Action will be agsisned
oy the Heglstry and aporonriate Susoense Dates will
e oobalished, "Action" and "Suspense Datos" will
not be changed withoul nrior anpnroval of the
Toonbive Dilicer. Divisions or Stalis raceiving
approval for such chanpes will be responsiole Lo
recording such changes with the ingigtry.

v, The Registry will check tae Suspense Dale
Record cach week and recall outstanding material
or notiiy the Division as anpropriate.

6. Routing - A "Control Humber" will be assigned
and cover shect and routing slip filled out and '
attached. (Form 35-1, sampls copy attached,)
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(a) The routing slip will show the
- Control Number (for future identification)
and designate Action Brarch and Suspense Date.
This record will be maintained in Registry,

(b) Two copies of the routing slip will
be retained in the Registry. The remaining
four copies of Standard Form 35-1 and the Agency
Cover Sheet will be attached to material, except
as set forth below regarding Action Cables,

(c) Action Cables. The first copy (Yellow)
and the second copy (White) will be routed to
the Division charged with Action., The third
copy (White) will be routed to other interested
Divisions for information, In such cases, Hos,
1 and 2 of the routing slips will be retained
in the Hegistry. No. 3 only will be attached
to the Action copies. 1oz, L and & and 6 will
be attached to the Information copy and routed
to appropriate Divisions for use in the same
manner prescrived nerein for all other material,

(d) As material lcaves eacu Division or
Stall to continue to next addressee on routing,
one slip shall be detached by the Division or
Sta, and returned to the Hegistry to record
location of outstanding material., (Cover shect
shall be dated and signed and remain with mabterial,)
The return of the slip to the Ropistry, properly
noted, will relieve the Division of responsibility.
Divisions shall institute such procedures as are
required to maintain eilective control of material
within their Division,

(e} Control slips retaricd is the Repistry
rust show initials and date, and action taken,
18 any, or lAR, excopt in ihe cane of roting
for invormation only®, in thiich case Lnitials
anc date are suiricient., NAL slinz on witch a
suspenge date has Loen as imed, mast : e initialod
vy a Division or Stalr Chiel, o ~ersonnel
autrorized by hiu,

7+ Routine material shall Yo plcled ap fruu Lhe
Registry Ly the Divis.ons ever— hoir,

6o Vriority and vreent natorial shall be picked

un 48 goon as »wossible altor the legistry has notified
the Division,
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B. QUIGOING

1. All material originating in the Office of
Commnications shall be cleared through the Registry
and envelopes and Cover Sheels, in accordance with
0ffice of Communications Order Ho, 6-51, will be
attached to correspondence belore belng dispatched
outslde the Office of Communications.

2. Date and destination of material will be
shown against original Control No. by the Registry.

3. Form 35-1 (Routing Slips) are put on for
the exclusive use of the 0ffice & Communications and

are not to accompany any material leaving the Office
of Commmications.

h. Address for incowming material for all Divisions
and Staffs of the O0ffice of Comunicatlions, is Room
2024, Buildine ¥ve,
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TOP SECHET PROEESSIE

1. Top Secret material will be hancled in ac.ordance
with CIA regulations, The following pertinent para-

graphs are excerpted from the CIA Top Secret Security
reglﬂ.ations.. Please see that personnel concerned have

an opportunity to study these: TIERE IS NO EXCEPTION TO

THIS PROCEDURE.,

Control ol Top Secret Documents

"It is a primary responsibility of all CTra
personnel to insure that each Top Secret document,
registered or anregistered, is handled in a secure
manner and that .nauthorigzed nersons ey in no
instance have access to such documenta,

"ivery copy of each Top Secret document prepared
or received by an activiilv or member of CIA > must
be recorded by the Central Top Secret Controi -
by the Area Tov Secret Control serving the acu
preparing or receiving the document, (The Office
of Commmications Registry is the Area Top Secret
Control O fice,) Each cony will be assigned a
control number and a copy number and will be rew
corded in the Standard Top Secret Log or other
recording medium apnroved jointly by the CIa Top
Secret Control 07ficer and the Assistant Deputy
(Inspection and Secarity)

Ly

"ivery copy ol a lop Secret document retained

within CIa osfices will e covered gt all times by

a Sipmatire lecord and Cover Saieat s (see Iorw attached)
Fach CIA memisr who reads or learns the contents of

a Top Secret doc ment will sim nis name on the cover
shoot,

"The CIA Ton Seeret Control 00 icer and Arca and
Aternate Top Secret Control 077 ie:rg are the only
persons who shall be pormitted Lo transmit and
receint Jor Yon Secrot material moving within CIA,
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noffice heads are responsible for the designation

of persons in their offices, other than Alternate
and Assistant Top Secret Control Officers, whom

they deem are operationally required to see Top
Secret material, and they are further responsible
for insuring that necessary controls are exercised
to confine the number of such persons to the minimwi.

"The Assistant Deouty (Inspection and Security) may
conduct periodic and unannounced checks to determine

whether the regulations pertaining to Top Secret
material are being observed."
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CORRESPCNDENCE AUTHORITY AND PROCEDURE

1. The following delineates the broad categories
of the O0ffice of Communications correspondence and indicatesa
the officials authorized to sign correspondencs in each
category.

2. - Correspondence affecting Comsmnications or Agency
policy, obligating funds, affecting the prestige of the
Office of Communiecations, or containing information which
might be embarrsssing or detrimental to an ermployee of
the Agency or the 0ffice of Comaunications, shall be
prepared for the personal signaturc of the AD/CC, or
higher authority, as appropriate.

3. HRegardliess of content, correspondence addressed
to Agency officlals senior to Division chief level, shall
be prepared for the signature of the AD/CO.

i, Division and Stafl Chiels are authorized to
sign and release for the AD/CO, correspondence addressed
to Agency officlals of Division Chief level, vroviding the
subjecl matier:

a. Does not establish or alter Office of
Communications policy

b. Does not ohlirate funds

c. Ie& not centroversial or relating to nalttsrs
in controversy,

de I8 inn g1l respecls vroei n ol rorm and
substanca

¢, Dmies a regest or alsanaroves of an action

5. HRoutine correspondence [or ihe speciilc attestion
of Diwvislon Chiefs in othver divisiors or stai'ls uny we
signed by 0flice of Communicgtions Division or Stafi Chiefs
subject to the limitations of parasraoh I above.

4
L

Go In the event a Division or Staff Chiaefl cesires
apsvoval of the AD/CO on any correspondence signed by the
Division or Staff Chief, the cor:espondence involved will
he addressed through the AD/CO. Its subsequent forwarding
by the AD/CO shall constitute asseui or concurrcnce.
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CORRESPONDIRICT, FOR SIGUATURE OF THE ADCO 6 R opADCO

1. All correspondence originating wilithin the
Office of Commmniczbions which is forwarded to the ADCO
for signature will be prepared as followss

{a) Corrcspondance which is addressed to the
Director of Central intelligence, his Deputiss or
outside the Agency, or which is of a malor policy
or controversial natare wiil be prepared for the
gignature of the hssistant Director for Comnumications,
vaneraidan Jorm of corrocupondesce will Le prepared as
yollows:

TC . Ascistast Dircctor for Operations
FRG. : Assistant Dircctor for Commanicablons

(tart of mewo)

25X1A9A

TP the ecyresud.dece L8 in letler fomm poing
ontatde the Ly, the signature will bes
— | 25X1A9A
Assistant Director

{vy Go Sondennce oblor than acove will ua

prenayed Jor i tha Dosat, Asolstant
Mrector SRR e FARTE I
Fractory Sor dperab.oons
TUpas Loy Lo LOMRILILCI ONng

{{odt ol rouo)

| | 25X1A9A

Dopaty

{cy T Uhore dn onodenhoas Lo vhethor thn

Agsiotant Diroctor or His Depuaty shoaldd algn tae
corressondenees, the shiouature will bo left blank and

will e oat n oLy the 207iee ol the ADCO
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(d) Correspondence prepared for the signature of
the Assistant Director for Communications will not
be dateds The date will be affixed by the 0ffice of
the ADCO after the correspondence is signed,

2, The above does not negate the delegation of
awthority now in elfect for specific assipmments.

3. Correspondence prepared for the signature of
the Hrector of Comtral Intellizence will be prepared in
dralt form. Fingl coples will be made on special stationery
in the 0fTice of the ADCO

Ls The use of symbols as desijpnated in Office of
Cormmand eations Srder F 1 may be used on intra-ofiice
corregpondenice and on back sheets, but for correspondaice
golng outslde .o .llice of Communications, it is suggested
that the more lorxzl desigmatlions be uzed when referring
to the Divistons ind Stafls of the 37 Tice of Commundications,

5a The CIA Correspondence hanmal is to be followed
in tho prevaration of correspondence as to format, listing
off anclosures, distribution, cowrtesy coples, ete, 4
copy of this manual is avallable non reqiest to the D{lice
of Comnunications Deogistry,

Approved For Release 3§34 ~GIA-RDP78505452A000100030001-3
Security Information



Approved For Release 2002/11/04 : CIA-RDP78S05452A000100030001-3

Seturity Information

Procedures—for—Addaressiyg—and Processing Incoming—and
DOutgoind-DNATERMAA other than eebles, dispatches and
pouch-gramsy .

1, A1l outgoing material from the Office of
Communications will be processed through the Ofiice
of Communications Registry, Room 2024, Building Eye.
Material going to other components of CILA from the
Office of Communications will not be released by the
Reglstry unless it is addressed in the following
manners

{(2a) The envelope shall be addressed to
the CIA organizational title (e.g., 050,
oPC, DDP, etc,) and include the Sullding
and room number. The envelope!s) must be
clipped to the vack of the outgoing:
material,

{b) The docament will have a Routing and
Record cover sheet on wiich the addressee's
name, room numter and uilding will appear,

(c) Paper clips shall not ue ised in the
Orslce of Coamunications. Papers shall e
attached, when necessary, oy the use of

staples or binder clips as approoriate. The
Loregoing is not apslicasle in the case of
correspondenice orig:nated by anoth-r component
of CIA and sent to the Oi'fice of Communications
for coordinailion,.

{(d&) A1l matorial routed within the Uflice
of Corzunicat.ons to 0C, UC=1, 230=2, OC~P
is to have a Roubting and llecord sheet in
ordor that coments gy Lo made. {Fora Hoa
51-15 Seecret or assronriate cover.) ALl
ot o Divisions and Sta s will a ix
anoronriate cover shocts on materinl being
routed withiln or outside tie Office ol
Comnanications,

2. Yeabers of all Divisions and Stal s who have
oceas.iod to ask for material trom othor c,oz‘rponcxxts ol CIA
srould arrange 1o have such naterial sesnt to them via Of{fice
of Conmnicat ons Repistry, Room 212, sullding Eye.
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3+ Documents received directly by a Division must
be reviewed by the 0ffice of Commnications Registry to
determine whether recording is necessary.

Le Compliance with the above instructions will
greatly assist in the orderly conirol of material and
will expedite its handling,
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Procedure for Forwarding Material to |

The following procedure will be followed in

forwarding material to the Commnications Officer,

as Three envelopes will be prepared. The

material will be placed in the first envelopes

which will be sealed and classified. This
envelope will be inserted—in o saecond envaloma

25X1A6A

sealed, and addressed to

25X1A9A

[ o These two will
be placed in_a third envelope which will bear
the address b Que Building ¥ail
Roon", The maTert en will be delivered
to the Repistry, Room 2024 Building Eye, and
placed in the "Incoming 3ox",

b, This procedure will insure daily courier
delivery to | |
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SiSE=gP:  POUCH PROCEDURE

1. The Office of Commnications prepares its own
pouches intended for Headquarters of the various comrmni-
cations areas, Pouches so prepared will be forwarded by
the pouch preparation units (seec para. 5 below) directly
to CIA Registry for dispatching to the field,

2. Following is a list of the areas concerned to dates -

B
b.
Cu 25X1A6A
d’
€

o

R

3. When activated, the follow.ng areas will also ne

includeds
g; 25X1A6A
C‘
de

i« Dispatciues not intended Jor the compmanications
area ileadquarters listed a ove will continue to be handled
through the approoriate covert channels. (e.r., | | 25X1A6A
Latin and South Amcrica, ete,)

5. The JlTice of Communications Registry will be

responsible [or the oreparation of 211 sut larre pouctes )
wilch it is not equinoed to bandle, These larpe pouches
will be nrenarcd by the Ciyotomatorio seeviog, Standards
and Support “ranch, Cowmnications Sccarity Division.
Towaever, tho Horistrs i1 control Lo as nmont o nowch
nubers anc will sun Ly naboers for the larre nous-es
prepared by Gryntorabsricl Section.

. Pouches W1l Le orepared in accordance with
existing CIA and Giflce ol Commanications Hepulaiions,.
(see pertinent extracts atlachaed, Anpendix T)

De Uonruricitlons nouchies will Le maubered ‘n a
goparate serles with cach aren, .egisainy with number
520Ll.  Such nouch nawhers whll serve as accnsalon
numoers, which no longer will Le used on correspondence
addressed Lo leadquarters ol the commumications urcas,
When the nuber 9999 is reached to a aiven station,
the mumber series will revert to the starting point
of 5001, .
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Cs Dilvisions preparing dispatches and materials
‘for pouching will forward them to Registry unless
the dispatches include sufficient material to make g
bulky package. Such dispatches, as indicated above,
will be forwarded directly to Cryptomateriel Section,
notifying the Registry of sanme.

6., Cryptomateriel Section will continue to prepare
cryptographic and technical comminications pouches intended
for other than communications arca Headquarters, The
procedures aestablished for such pouches wlill remain in
effect,

7+ Incoming pouches will e nwitered in series
beginning with 1001, This series will continue through
h9c9 ab which point it will revert to the starting noint
of 1001,

8+ The cryptonym ' has been aszignoed as the
recognition synol for Lcornng com unic: m.om noucHes
Use ol this cryobonym on the innermost uwl,l:mc ins u‘cm
unopened delivery by CIA Registrs to the 0fiice of
Comrwmnications Kegistry. Envelopes encloscd within the
envelope ad ressed "Eyes Alope' o tho j;ssis‘bant
ITector and envelopes marked will t
delivered unonened Ly CommunicaTT LS 0Ly O tne
Assistant Director and lo the Chief, Comnications Security
Division, respectively.
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SE===rT;  Preparation of Oxhzedng Dispatches

o1 overseas points transmitted by |
pouch, This includes all Of{fice of Communicatlons written

Definition

Dispatches are defined as messages or letters to or

communications, except cables and Pouch-Grams,

Form

Dispatches shall ve forwarded to thie field in

duplicate on the white Form Yo, 5128 (Attachment A) The
vellow Form. No. 51-29 (attachment ) shall be used for the
carLon copye

25X1A2E

a., The originator shall identifly all dispatches
apnropriately as HaSTRICTZD, COMNFIDZHTIAL, SECRET OR
TOP_SECRET in the spaces provided at the top. and
bottom of the forms. Tne authenticating officer shall
be responsinle for deler ining that the classification
conforms with the apnronriate|
and CLA Security Regulall ons,

b, In the space marked 10 shall be entered the
oiffice addressed, as iollows:

TO:  Chief, [ ]

When it is desired to bring a dispatch to the attention
of other than the Chief of Station Attention: [ |
(pseudon'm) nay .¢ added under the datc.

c. In the space wked ¢ROM shall by typed:
COR ULICAT L n.5.

de Document symsol and nwber shall be typed or
writian in the space incd cated for Dispatch Wumber,

c. Correspondence oripinating in ileadquarters will
be in the CY, EKD, DO and ADAIN s:cries, An ADMIN
numboer will we used in adlil on to MISS" numbers on
8upvly corresnondence, Policy correspondence, and
a1l corvespondence simned v the ADCO will near an OC
number,
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The CY, DO, ERD and ADMIN series will be used for
* all routine correspondence in the specific categories
covered by each of the originating Divisions or Staff
and will ve signed by the Division or Staff Chief.
Any Security, Overational, Engineering or Administrative
matters of a non-routine nature will be forwarded over
the signature of the ADCC-and will carry an OC number,

3e  SUSJLCY

a. Live categories of subjects are authorized for
completion of the "SUBJECT: General" line on the official
dispatch form.

Policy
Adrindstrative
Operational
Security
Engineering

b, lixarples of apvropriate topics to be included in
aach of the general squects prescribed above are listed below.
This list is not corprehensive and can serve only as a guilde.

(1) Policy suvjects include managemeni prodlens,
"gwound rules", special situations, puidance decisions,
initial project slanning,

(2) Adtinistrative subjects include or ganization,
pergammel, mudret, and sapily matters,

(3) Operational subjects include base station
operations, signal center operations, radic operaticns
including siensl plavs, radio traclic volumes, inven-
tories ol radlo equioment; a-enl ooerations; and
comrmanications training ol persommel.

(L) Sec ity susjects include exvoto rrasiic and
covaer procodares, trans.digclion and physical socurity
mattors, am noent ond ase of eryptosrachic systens,
and traliic statistices.

(5)  inmgincering subjects include constraction
and coatractural matiors, provlems coucerwing utilities
at a buse, and Informstia: concernin~ equipment opergtion
and atilization, and recormendations for equipment
modiilcation,
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cs Correspondence on which the line of denmarcation
between the several authoriged general subjects cannot
be drawn distinctly may carry two or more generagl subjects,
For example, the subject line of a dispatch may appear
as follows: ‘

SUBJECT: General - Operational/Security
S»ecific - Crypto Training of APPENDIX I

de o more than one specific subject should be
covered in a given dispatch.,

e« Reference to previous communications may be
made directly under SUBJECT by cable numder, dispatch
maber, symbol, and/or date.

£y, The Lody of the dispateh shall by tyned in the
Space provided. ihe originator of the message shall sign
Nis pseudon;m over his typed pseidonym on the white Lorm
belaw the message, as in a letier, ‘

e shall siscn his true name over his typed true
name on the yellow orm,

lnclos ires shall e listed to the left of the
signatiure, typed on all conies, and cach cony checked
to show distribution,

3elow list of enclosures, ‘ndicite information
$ '3 b s et ettt
copies, typed on all copies,

Below, identifyine office symbol and ‘nitials of
the dictator and Secretary and date, This i trped on
carbons only a.ove the signature ot the releasing officer,
These never ammear on original, courtesy and int'ormation

e Vher a oispatch is comnosad o1 nore than one nage,
unite and ye=llow disvatch ioris shall e ased for the first
paes wnd nlain paner [or the eng g Ha “ach page
aust be nutered conseeat ivelv. The or’~inator shall
Sign his nseudonym on the lust 2age of the dispatch for

the ield, and his true name on the last page ol the flle
cony. The coordinating officer shall initial {trie initials)
and the g .-'t]-zentic:atﬁ.ng ana relaacin: ol loors shall sign
{(true name) the yellow dispabch iorm wiich is the first
NAIC,
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hs Number of Copies Required

~ This is determined by the originating office
and distribution of all copies indicated. A file copy
mist be gttached which will be returned to originating
office by the Office of Communications Registry indicating
date of pouching and pouch number,

+*
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Releasing of Cables w)THIN THE OFFFE OF COMMUNICATIONS,

l. Effective 27 Harch 1952, Division and Staff Chiefs
were muthorized to release cables originated in the Office
of Communications, except as follows:

Cables on matters of policy and/or of a
controversial nature will be released by the
Assistant Director,

Cables autiorizing the expenditure of funds
will be released by the Assistant Director,

Becaase of dirsct concern with ratiers of
personnel reassirnment, promotion and/or rotation
and critical equipment allocation, cables prepared
in 5C-A will ve relc.sed by 0C-2 ovoer the releasing
symbol AD/Ci, aathenticated by the Ad inistrative
Officer or his deputy.

Authentication of eables will be nerformned
within the originating division or sta’ls leleas
of cavles not limited b7 the ziove conditi.-- Wi
be performed by the originating stars or division
such action ‘eing contingent on full coordination
by interested Agency and ofiice divisions and stalls,

¢]

e
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2, Division and St . Jeputy Chiefs are athorised to
release cables in the absence of the Chier,

3. Division, Staff chiefs and thelr deputics will File
sepe signatures $e the Shied, Smad Coprbemg, Qhfe Secretariq

aq+hovired ' With

ke Confimmticn comies on all cables processed uinder
this new releasing a thoritr will be roited to the Astigtant
Director, t. o Denutr Assistanl Director ond the Lxecrtive
Dificor with additional rout nnoand £4e dnstieblons oo
apuropriate,

5. Sec Covart Cable g aal (Headq iaxters) “ur ooir.obions
on preparation ol casles and so ples form 36-00,

BOTi: If a cavle is to be passed through a Foreipn
Division it w.ust be delivered to s Lenstry in saliicient
time for delivery by eourier to the Foreign Division, which
Pivislon will thon oo responsible for delivery to the
Cable Secrebariat, Delivery to the Registry must be by
1530 to allow Jor delivery to t'e foreipgn Division, sipna-
ture by them, :nd Jorwarding to the Cable Secretariat,
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6+ A1l outgoing cables to be delivered to the
. 0able Secretarliat must reach the Office of Communications
Reglstry by 1600 in order to be logged out in time to
be picied up by the last courier - otherwlse they will
be held until the following day. Cables must be gompletely
coordinated and ready for dispatch when delivered to the
Registyy. However, when a cable must go out after 160Q,
or after 1230 on Saturday, the originator of the cable
is responsible for the coordination, authentication,
] release snd delivery to the Cable Secretariat, When the
© labtter propedure is followed, the Registry will be furnished
: a copy of the cable (pink flimgy) to complete their regords,

7. ALl requests for added or deleted distribubion
and/or change of action of cables will ue handled through
The Remiskry oniye. No calls are to be made directly to
the Cable Secretariab.
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